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RECORDS MANAGEMENT DIVISION

RESPONSIBILITIES OF AN AREA RECORDS CFFICER

Under the Adwministretive direction of & senior officer of a major
organizational ares of the agency, and the technical direction of the
Records Management Division of the Managewent Staff, the Area Records
Officer is directly responsible for conformance to Agency regulations
relating to records mamagement and acts as lialson officer with the
Records Manegement Division on all metters involving Agency poliey,
clearance and review. Such officer is directly responsible for carry-
ing out & records management program encompassing the following:

1. Records Creatlion

A. Crestion of necessary records to provide adequate docu-
mentetion including the:

1. Demigmation of official record copies of correspond-
ence and documents. :

2. The control and limitation on the nusber of coples of
documents crested.

B. Correspondence management, including instructions for
preparation and utilizetion of form letters, pattern

paragraphs, ete.

C. Forms mansgement, including design of forwms for maximum use
and mdequacy of the form records; limitation of number of
forms and muber of copies of forme. Deterwine at the time
3 farg is created, the ultimate disposition of the form
rectrd.

D. Reporis managemwent, including sdequate reporting, elimimation
of unessential coplee of reports, elimination of cbsolete
reports and unessentisl filing of reporis.

II. Records Maintenance

A. Determine proper organization of records to provide maxisum
utilization end security, including the establishment of:

1. Centralized record facilitles and/or
2. Decentralized record faclilitles.

B. Establish and wmaintain s uniform system Tor clessifying and
filing records.

¢. Develop standerds and control the methods and procedures used

in processing and filing a1l records, either centralized or
decentralized.
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Provide Tinding wedis to insure that efficlent reference
gervice is gvalleble and furnished.

Meintain 8 current waster inventory of accumulated records
of the office, including their types, locations and volume.

Periodically survey and inspect records asctivities,

Esteblish control procedures Por receiving, recording and
couting incoming communications.

Establish control procedures for clearsnce and dispatch of
outgoing communications.

Provide for the identification and orderly deposit of
Vital Materials.

Control the use of filing equipment and supplies.

ITI. Records Disposition

A.

E'

Provide for the storage, preservation, protection and ser-
vicing of seml-sctive or immctive records.

Evaluate records for‘administrntive, legel, researech, or
gther use.

Pericdically survey records in order to remove inuctive
ones and plan for their retirement or disposal.

Develop office records retention and disposal schedules.

Securs any necessary clearance of proposed disposal of
records.

Develop and submit, through the Records Mansgewent Division,
lists and schedules requesting suthority frow the National
Archives and Congress Tor the disposzsl of records as they
outiive their usefulness.

Develop and execute procedures for the disposal of records
in accordance with esiseblished praciices and authority
granted.

Insure the proper application of dlsposal suthority.

Maintain adequate dats to furnish informetion and reports on
records dispoeal.

Control the applicetion of wicrophotography to reﬁnd%é.
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